DEPARTMENT OF THE NAVY
COMMANDER, NAVY INSTALLATIONS COMMAND
MILLINGTON DETACHMENT
5720 INTEGRITY DRIVE
MILLINGTON, TN 38055-6510

COVVANDER, NAVY | NSTALLATI ONS (N221)
RECREATI ON SERVI CES ASSESSMENT FOR FORCES AFLOAT

Subj: UNI'T RECREATI ON ASSESSMENT
Ref : (a) BUPERSI NST 1710.16 (Adm nistration of Recreation Prograns
Af | oat)
(b) SECNAVI NST 5760. 14C (Navy Relief Society Loan Assistance
for Emergency Leave Travel)
(c) COWAVPERSCOM | etter 1710/ PERS-651 dated 8 Cct 99
(d) OPNAVI NST 5100. 25A (Navy Recreation, Athletics and
Hone Safety Program

1. Per references (a) through (d), subject assessnent was conducted
as follows:

a. Date of assessnent:

b. Command:

c. Commandi ng O ficer:

d. Assessor:

RECAPI TULATI ON OF FUNCTI ONAL AREA RATI NGS SAT UNSAT NA

Admi ni stration | | |

Fi nanci al Managenent | | |

Fi scal Oversi ght | | |

Unaut hori zed expenditures and/or practices [ ]

Pr ocur enent | | |

Property Managenent | | |

Recreation Progranm ng | | |

Resal e Program | | |

Encl osure (1)



GENERAL | NFORVATI ON

a.

| SI C.

Executive Oficer:

Seni or Menber of Audit Board:

Recreation Services Oficer:

Fund Cust odi an:

Conmmi tt ee/ Counci | / Board Head:

Conpl enent : Crew St af f

Air Det USMC Tot al

Wonen

Tot al

ADM NI STRATI ON

A

SAT UNSAT NA

REFERENCES. Are the followi ng references held on board?
(Reference (a), enclosure (1), appendix A article 19)

(1) BUPERSI NST 1710.11C

(2) DOD 7000.14-R, Vol unme 13
(Super ceded NAVSO P-3520)

(3) BUPERSI NST 7010. 15
(Superceded NAVM LPERSCOM NST 7010. 2A)

(4) BUPERSI NST 1710. 16

LETTERS OF DESI GNATI ON

O o 0o
O o 0o
O o 0o

Personnel may be designated individually by letter or

collectively on an up-to-date Coll ateral

Title

(1) Recreation Services Oficer (RSO
(Reference (a), enclosure (1),
article 3b)

(2) Fund Custodi an
(Reference (a), enclosure (1),
article 3c)

Duties List.

Appt Date

Encl osure (1)



ADM NI STRATI ON ( CONTI NUATI ON) Appt Date SAT UNSAT NA
B. LETTERS OF DESI GNATI ON

(3) Recreation Committee/ Council/Board [] [] []
(Reference (a), enclosure (1), articles

4a, 4b and 4c and encl osure (2)

appendi x C, section B, articles 3c(3),

3c(4) and 3c(5))

(4) Audit Board ] [0 [

(Reference (a), enclosure (1), article
4d and enclosure (2), appendix C
section B, article 3c(8))

(5) Receiving Agent [] [] []

(Reference (a), enclosure (2),
appendi x C, section B
article 3c(8))

(6) Signatories on bank accounts [] [] []
(Reference (a), enclosure (2),

appendi x C, section B
article 3c(7))

(7) Contract Review Board [] [] []

(Reference (a), enclosure (1),
article 4e)

C. CORRESPONDENCE, LETTERS OF RELI EF, MEETI NG M NUTES
DOCUMENT DATE

(1) Letter Designati ng COWNAVPERSCOM as [] [] []
Successor in Interest to bank account(s).
(Reference (a), enclosure (2) article 12)

(2) Recreation Services Oficer Report [] [] []
of Relief.
(Reference (a), enclosure (1), article 3b)

(3) Fund Custodian Report of Relief [] [] []
(Reference (a), enclosure (1), article 3c)

(4) Mnutes of Recreation Commttee/ [] [] []
Counci | / Board neetings annotating action (nmost recent

taken by the Commandi ng O ficer. meet i ng)

(Reference (a), enclosure (1),
appendi x A, article 1i)

3 Encl osure (1)



ADM NI STRATI ON ( CONTI NUATI ON) SAT UNSAT NA
D. TRAI NI NG

(1) Has the Recreation Services Oficer attended [] [] []
the 4-day Fleet Recreation Managenent Course?
(Reference (a), enclosure (1), article 2)

(2) Has the Fund Custodian attended the 4-day [] [] []
Fl eet Recreation Managenent Course?
(Reference (a), enclosure (1), article 2)

E. SHI PBOARD | NSTRUCTI ONS, POLI Cl ES AND SOPS

(1) Does the ship have a policy or instruction [] [] []
addr essi ng energency | oans?

(Reference (a), enclosure (1), appendix A

article 1jj, reference (a) article 4b(3)

and reference (b))

(2) Does the ship have an instruction or standard [] [] []
operating procedure for a discount ticket sales
progr anf

(Reference (a), article 4b(3))

(3) Does the ship have an instruction or standard [] [] []
operating procedure for a ticket rebate progranf
(Reference (a), article 4b(3))

(4) Does the ship have an instruction or standard [] [] []
operating procedure for divisional parties/unit
al | ocations and does it address the following? Yes/No
(a) Request chit.
(b) Nunber of personnel in attendance.
(c) Use-or-1lose policy concerning funds.
(d) Receipts/return of unused funds.
(e) Maximum anmount of $2.50/ person/quarter
(Reference (a), enclosure (1), appendix A
article 1.nn and reference (a) article 4b(3))

(5) Does the ship have a policy or instruction [] [] []
on recreation vehicle usage and nai nt enance
and does it cover the follow ng: Yes/ No

(a) Driver qualification

(b) Driver responsibility.

(c) Schedul ed nmai nt enance responsibilities.
(d) Check-in/check-out procedures.

(e) Vehiclelkey control

(f) Appropriate use of recreation vehicle.
(g) Accident procedures.

4 Encl osure (1)



ADM NI STRATI ON ( CONTI NUATI ON)

(5) Vehicle usage and mai nt enance (conti nuation)
(Reference (a), enclosure (1), appendix A

article 1.00, reference (a) article 4b(3) and
reference (a), enclosure (3) appendix A article 4)

ADM NI STRATI ON OVERALL

FI NANCI AL  MANAGEMENT

A

Does the Fund Custodi an nmaintain an accurate Receipt
and Expenditure Log?

(Reference (a), enclosure (2), article 22a and
reference (a), enclosure (2), appendix C

section F, article 4A(1)(b))

Is a Statenent of Operations and Net Wrth prepared
at the end of each nonth, summarizing the nonth's

i ncone/ expenses, and subnitted to the Comuandi ng
Oficer?

(Reference (a), enclosure (2), article 22b and
reference (a), enclosure (2), appendix C

section F, article 4a(l)(c))

Does the command have a recreation fund budget?
(Reference (a), enclosure (2), appendix C,
section F, articles 1c and 4a(l)(a))

Is there a letter of authorization for the
person responsi ble for the petty cash
fund?

Date of letter:

(Reference (a), enclosure (2), appendix C,
section C, article 4b(1))

Are checks printed like this exanple?
Recreation Fund, USS MORRI E (CGN 42)
FPO AZ 12345-6789
EI N 62- 1744056

(Reference (a), enclosure (1) appendix A,

article 1m(5) and reference (c))

Are change funds (if any) established in
witing by the Fund Custodi an?

(Reference (a), enclosure (2), appendix C
article 4b(1))

SAT UNSAT NA

Encl osure (1)



FI NANCI AL MANAGEMENT ( CONTI NUATI ON) SAT UNSAT NA

G Are signed copies of the Recreation Fund Fi nanci al [] [] []
St at ement (NAVPERS 7010/2) for the last 3 fisca
years on file?
Dat e of npbst recent statenent:
(Reference (a), enclosure (2), article 24)

H Are financial records for the past three years [] [] []
on file?
(Reference (a), enclosure (2), article 24)

I. Is the financial institution holding the command's [] [] []
funds federally insured by the FDI C or FCUA?
(Reference (a), enclosure (2), article 11)

J. Nane/address of financial institution

FI NANCI AL MANAGEMENT OVERALL | | | | | |

FI SCAL OVERSI GAT

A. Recapitulation of Cash Assets Anount
(1) Undeposited receipts/cash on hand:
(2) Savings Account
(3) Checki ng Account
(4) Petty Cash Account, Cash
(5) Petty Cash Account, Vouchers
(6) Total value of Change Funds
Total value of cash assets

B. Does the Audit Board neet seni-annually to [] [] []
audit the accounts of the recreation fund each
March and Sept enber and/or when the Fund
Custodian is relieved?
Date of last audit report sighted:
Date of previous audit report sighted:
(Reference (a), enclosure (2),
article 25b(1))

C. Does the Audit Board validate the Savings/ Checking [] [] []
account statenent and checkbook register?
Date of |ast checking statenment sighted:
Date of |ast checkbook register sighted:
(Reference (a), enclosure (2), article 25b(5))

6 Encl osure (1)



FI SCAL OVERSI GHT ((CONTI NUATI ON) SAT  UNSAT

D. Does the Audit Board validate the Receipt []
and Expenditure Log each nonth?
Date of last record sighted:
Date of |ast checkbook register sighted:
(Reference (a), enclosure (2), article 25b(5))

E. Petty Cash Account

(1) Does the Audit Board or other conpetent []
authority conduct a surprise cash count each
quarter?

Date of last record sighted:
(Reference (a), enclosure (2),
article 25b(5))

(2) Is the Petty Cash Fund repl eni shed by check? []
(Reference (a), enclosure (1) appendix A,
article m(1) (b))

(3) Are signed Petty Cash Vouchers ( NAVCOVPT []
Form 743) used to substantiate each di sbursenent?

(Reference (a), enclosure (1) appendix A, article

article 1n(1)(c))

(4) Does the sum of petty cash and vouchers []
equal the ampbunt of the fund authorized by the
Conmandi ng O ficer?
(a) Anmount authorized by CO
(b) Sum of petty cash and vouchers:
(c) Difference:
(Reference (a), enclosure (1) appendix A,
article 1n(1)(a) and reference (a), enclosure (2),
appendi x A, Section C, article 4b(1))

F. Checking and Savi ngs Accounts

(1) Does the checking account earn interest? []
(Reference (a), enclosure (1), appendix A
article 1n(9))

(2) Are voided checks attached to the stub with []
the routing nunbers and signature space renoved?

(Reference (a), enclosure (1), appendix A

article 1n(7))

(3) Are duplicate deposit slips or bank receipts []
retained on file for all deposits to checking and

and savi ngs accounts?

(Reference (a), enclosure (2), appendix C

article 4c(2)(c)(2d))

[

N A

Encl osure (1)



FI SCAL OVERSI GHT ((CONTI NUATI ON) SAT UNSAT NA

F. (4) Are all checking account disbursenents [] [] []
validated by receipt's, dealer's sales slips or
i nvoi ces?

(Reference (a), enclosure (1), appendix A
article 1nm(3) and reference (a), enclosure (2),
appendi x C, article 4c(3)(d)29)

G Are liabilities incurred against the fund approved by [] [] []
Conmandi ng Officer or their designated representative?
(Reference (a), enclosure (1), appendix A article 1s)

H Are there sufficient cash resources on hand to neet [] [] []
out st andi ng obl i gati ons?
(Reference (a), enclosure (1), appendix A article 1t)

I. Are bills paid when due or not later than 30 days from [] [] []
the date of incurrence?
(Reference (a), enclosure (1), appendix A article 1t)

J. Notwithstanding the tax-exenpt status of a ship's [] [] []
recreation fund, has the command paid taxes or had
taxes withheld fromits checking or savings accounts?
(Reference (a), enclosure (1), appendix A article 1t
and reference (a), enclosure (2), article 7a)

K. Has the command borrowed funds or established [] [] []
lines of credit (including credit cards) with
private financial institutions?
(Reference (a), enclosure (2), article 5b(4))

FI SCAL OVERSI GHT OVERALL 1]

PROCUREMENT SAT UNSAT NA

A. Are Purchase Orders (NAVCOWPT 2213 or DD-1155) ] [0 [
used for all conmercial procurenents other than
those itens purchased with petty cash?
(Reference (a), enclosure (3) article 10)

B. Are Purchase Orders pre-nunbered beginning with [] [] []
the fiscal year?
(Reference (a), enclosure (2), appendix C
section D, article 4b)

C. Are a mininumof 3 conpetitive bids obtained for [] [] []

pur chases exceedi ng established threshol ds?
(Reference (a), enclosure (3), article 8b)

8 Encl osure (1)



PROCUREMENT ( CONTI NUATI ON) SAT UNSAT NA

D. Are all contracts or purchases exceedi ng established [] [] []
t hreshol ds approved by a Contract Revi ew Board?
(Reference (a), enclosure (3), articles 5 and 8c)

E. Are Purchase Orders, checks and debit cards [] [] []
properly secured?
(Reference (a), article 20 and reference (a),
encl osure (2), appendix C, section C
article 4d(2) (b))

PROCUREMVENT OVERALL L] O] ]

PROPERTY NMANAGEMENT

A. Are individual property records maintained for all [] [] []
property which has a unit acquisition cost exceeding
$300 and a useful life greater than 2 years?
(Reference (a) enclosure (3) article 13a)

B. Is an inventory maintained for all property which has [] [] []
a unit acquisition cost exceeding $300 and a useful
life greater than 2 years?
(Reference (a) enclosure (3) article 13b)

C. Are adequate local controls in place to safeguard [] [] []
property which has a unit acquisition cost |ess than
$300 or a useful life less than 2 years?

(Reference (a) enclosure (3) article 12)

D. For property with a unit acquisition cost of $300 [] [] []
or nore and a use life greater than 2 years, are
physi cal inventories conducted by the Audit
Board i n Septenber and March and/ or upon
relief of the Recreation Services Oficer?
(1) Date of last inventory sighted:
(2) Date of previous inventory sighted:
(Reference (a) enclosure (2) article 25b(4))

E. Is a Certificate of Disposition (NAVCOWT 2212) [] [] []
used to docunent the disposal of property having
a unit acquisition cost of $300 or nore and a usefu
life greater than 2 years?
(Reference (a), enclosure (3) article 13 e and
reference (a), enclosure (2), appendix C
section E, article 4a(4))

9 Encl osure (1)



PROPERTY MANAGEMENT ( CONTI NUATI ON) SAT UNSAT NA

F. Are inventory nunbers permanently affixed to [] [] []
all property having a unit acquisition cost of $300
or nore and a useful life greater than 2 years?

(Reference (a), enclosure (3), article 12)

G Is a sinple check-out system being used to issue [] [] []
gear | ocker equi pnent?
(Reference (a) article 4b(3))

H |Is there a sinple preventive nmai ntenance program [] [] []
to ensure all fitness and recreation equipnent is
safe and avail able for use and does it address the
fol | owi ng? Yes/ No
(1) deaning schedule for all equipnent.
(2) Mechanical inspection of all equipnent.
(3) Lubrication requirenents.
(4) Reporting systemfor broken equi pnent
(5) Quidelines for proper use of equipnent
(Reference (a) article 4b(3))

I. Does visual inspection of fitness equi pnent indicate [] [] []
that mai ntenance and repairs are being conducted?
(Reference (d))

J. Does visual inspection of fitness equi pnent indicate [] [] []
that it is being cleaned properly and regularly?
(Reference (d))

K. Does the command nmaintain an inventory of [] [] []
commonly used spare and repair parts for
fitness equipnent?
(Reference (d))

L. Does the command have personnel on board who [] [] []
have attended fitness equi pment repair training?
Al ternatively, does the command hold repair and
mai nt enance nmanual s for their equi pnent?
(Reference (d))

PROPERTY MANAGEMENT OVERALL | | | | | |

RECREATI ON PROGRAMM NG

A. Does the Recreation Services Oficer attend neetings [] [] []
of the Recreation Conmittee/ Council/Board?
(Reference (a), enclosure (1), articles 4a(1l)
and 4b(1))

10 Encl osure (1)



RECREATI ON PROGRAMM NG ( CONTI NUATI ON)

B

I's informati on about prograns and activities
of the I ocal MAR Departnment and | oca

community readily avail abl e? Exanpl es include
brochures, maps, flyers and posters.
(Reference (a), enclosure (1), article 6a)

Does the command maintain information on
recreation and tour opportunities in liberty ports?
Li st the nost popular liberty port prograns:

SAT UNSAT NA

[

(Reference (a), enclosure (1), article 6f)

Does the conmmand pronote participation in sports?
List sports in which crew nmenbers actively
partici pate:

(Reference (a), enclosure (1), article 8a)

Does the honmeport recreation program neet crew needs?
Li st the nost popul ar homeport prograns:

(Reference (a), enclosure (1), article 6a)

Does the underway recreation program neet crew needs?

Li st the nost popul ar prograns offered by the conmmand:

(Reference (a), article 4b(1))

RECREATI ON PROGRAMM NG OVERALL

11

[
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RESALE PROGRAM SAT UNSAT NA

A. Has the Resal e Custodi an been desi gnated [] []
in witing by the Commanding O ficer?
(Reference (a), article 4b(3))

B. Are selling prices and nmark-up percentages approved [] [] []
by the Commanding O ficer and established in witing?
(Reference (a), article 4b(3))

C. Is access to resale stock limted to the Resale [] [] []
Cust odi an?
(Reference (a), enclosure (3), article 12 )

D. Are 3-part receipts used to docunent sales [] [] []
exceedi ng $3. 00?
(Reference (a), enclosure (2), section C
article 4c(2)(c)l)

E. Are there locally devel oped procedures to docunent [] [] []
sal es which total |less than $3.00?
(Reference (a), enclosure (2), section C
article 4c(2)(c)l)

F. Does the Resal e Custodian deposit cash receipts [] [] []
when the accunul ated total exceeds $100. 00?
(Reference (a), enclosure (2), section C
article 4c(2)(c))

G Are Daily Activity Records (NAVCOMPT 2211) [] [] []
used properly?
(Reference (a), enclosure (2), article 16)

H Does the audit board conduct surprise cash counts [] [] []
on a quarterly basis?
(Reference (a) enclosure (2) article 25b(5))

I. Does the cash on hand equal cash receipts [] [] []
pl us the anount of the change fund?
(Reference (a), enclosure (2), appendix C
article 4a)

J. Is resale stock inventoried once a nonth using [] [] []
an I nventory Record (NAVCOWT 2215) or
simlar form
(Reference (a), enclosure (3, articles 14a and 14b)

K. Is the Resale Inventory Reconciliation form [] [] []

conpl eted after each nonthly inventory?
(Reference (a), enclosure (3), article 1l4e)

12 Encl osure (1)



RESALE PROGRAM ( CONTI NUATI ON) SAT UNSAT NA

L. Are enblematic special orders place for groups [] [] []
vi ce individual s?
(Reference (a), enclosure (4), article 5m

M Are food resale itens limted to pre-packaged [] [] []
non- peri shabl e itens?
(Reference (a), enclosure (2) article 2e)

RESALE PROGRAM OVERALL 1]

13 Encl osure (1)



REMARKS
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ADM NI STRATI ON SAT UNSAT NA
Al BUPERSI NST 1710. 11C on board [ ] [ ] [ ]
A2 DOD 7000. 14-R on board
A3 BUPERSI NST 7010. 15 on board
Ad BUPERSI NST 1710. 16 on board
Bl LOD - Rec Services Ofice
B2 LOD - Fund Cust odi an
B3 LOD - Rec Conmittee/ Board
B4 LOD - Audit Board
B5 LOD - Receiving Agent

B6 LOD - Signatories on bank accounts || || ||
B7 LOD - Contract Review Board || || ||
C1 Successor in Interest letter

c2 RSO report of relief letter

c3 Fund Custodian report of relief letter

A M nutes of Rec Conmittee neetings

D1 RSO gr aduate of FRMC

D2 Fund Custodi an graduate of FRMC

El SOP - Energency | oans

E2 SOP - Discount ticket sales

E3 SOP - Ticket rebate program

E4 Di vi sional Party/Unit Allocation instruction
E5 Instruction - Rec Vehicle

TOTALS - ADM NI STRATI ON

FI NANCI AL  MANAGEMENT
Recei pt and Expenditure Log
Operations and Net Worth
Budget
Letter authorizing petty cash
Check printing
Change fund established in witing
NAVPERS 7010/2 on file
Three years of financial records
FDI C/ FCUA i nsur ance

—TTIMOTIMOO >
I
I
I

TOTALS - FI NANCI AL MANAGEMENT

FI SCAL OVERSI GHT

B Seni - annual audit || || ||
C Audit board validates checki ng/ savi ngs [ | [ | [ |
C Audit board validates Qps and Net Worth

El Petty Cash - Quarterly surprise cash count
E2 Petty Cash - Repl eni shed by Check

E3 Petty Cash - Vouchers used

E4 Petty Cash - Equal authorized anount

F1 Checking - Interest bearing account

15 Encl osure (1)



FI SCAL OVERSI GHT ( CONTI NUATI ON)

F2 Checki ng - Voi ded checks : : :

F3 Checking - Copies of deposit slips || || ||

F4 Checki ng - Receipts and invoices || || ||

C CO approve liabilities || || ||

H Sufficient cash on hand to pay bills [ | [ | [ |

I Bills paid on time || || ||

I Taxes paid or wthheld || || ||

K Borrowi ng from comerci al sources || || ||
TOTALS - FI SCAL OVERSI GHT

PROCURENMENT

A Purchase orders used

B Purchase orders pre-nunbered

C 3 Bids used when required

D Contract review of bids over $10k

E Checks and P.QO's properly secured

TOTALS - PROCUREMENT

PROPERTY NMANAGEMENT

Property records used

I nventory kept

Controls in place for |lowcost itens

Sem -annual inventories done

Certificate of Disposition used

I nventory nunbers pernmanently affixed

Gear | ocker check-out systemin place

Equi pnent nai nt enance programin pl ace

Equi prent nai ntenance - Evidence of being done
Equi prent nmai ntenance - Evidence of cl eaning
Equi prent nai ntenance - Spare parts on board
Equi prent nmai nt enance - Training/repair manual s

rFrXC"TTOoOTmMoOOm@>

TOTALS - PROPERTY NMANAGEMENT

RECREATI ON PROGRAMM NC

RSO attend neetings

I nformati on about | ocal opportunities
I nformation about |iberty ports
Pronoti on of sports

I nport activities

Underway activities

TmooOw>

TOTALS - REC PROGRAMM NG

16 Encl osure (1)



RESALE PROGRAN

SrXCTTOoTmMmoOoOm@>

Resal e Custodian designated in witing

CO approval of nmark-ups and pricing

Access to resale stock limted

3-part receipts for sales over $3.00

Procedures for sales |ess than $3.00

Deposits of receipts totaling nore than $100. 00
DARs bei ng used

Audit board, surprise cash counts quarterly
Cash on hand reconcile with change fund and sal es
Resal e stock inventoried nmonthly

Resal e reconciliation formused

Enbl ematics for groups vice individuals

Foods linmted to pre-packaged itens

TOTALS - RESALE PROGRAM

17
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